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1. GENERAL 

1. 01 ':'his Section covers the use of designa-
tion, instruction, and station number 

cards, and PBX positioo reference equipment 
on special services. 

1. 02 ~pecial serv:ces are tho:::e private hl"'e 
services and channels which ai·e not as­

s i ,':71ed telephone numbers. 

~ J3 Toll te::-mina.ls. teletypewriter {TWX and 
private :ine) service, mobile radio radio­

tel.,phone se,.1ce, Civil Air Defense Warning 
(CA DW). and tactical circuits (AAAOC) are 
covered in other practices ar.d are excluded 
from this Section. 

1. 04 U situations are encountered where this 
information does not appl·1, ref.,.r the 

problem to the general plant supervisor's of­
fice (plant service supe~viso:- - installation 
and maintenance). 

2. FORMS 

Number Title See Fii!!re 

E-4099 StatiGn Number Card 

P-2241 Privat .. Line Desiv-
nation Ca;-d 

P-2242 Private Line Trouble 
Instruction Card 

P-2243 Private Line and 
Radio Link 
T:-ouble Instruc-
tion Card 

P-2422 Srecial Service Ide:t­
tificat1on Label (Kum 
Kleen) for use with 
4- ar.d 6-buttcn key 

1-A, 1-B 

2, 3-A, :;-B. 
3-C. 4 

6-B, 9-A. 
9-8 

8-C, 8-4. 
8-8 

te!ephone sets. etc. S-A. 5-B 

3. DESCRIPTKlN 

3. 01 These forms will show: 

(a) How to Identifv the Snvi:r. - By means 
of an idel".tification number as individual 

and distir.ct1ve tor sperial ser-.1ces as tt~ 
telephme number is for exchange subscriber 
seTvir.Ps. 

(bl Huw tu Rt:.)()r, Trouble - This will 
cc.:.s,st of brief hut specific instruc­

tions on how and where the customer can 
call telephone repair forces that can rap­
idly test and instigate repair action. The 
trouble reportmg number to be postPd 
may be the regular ".!xchange repair serv­
ice Code or serving toll test center tele­
phone Mrr.ber, depending upon whether 
the service is exchange or toll. 
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(c) Operating ProcP.1ures - Opera.ting in-
structions shall be posted on or near 

the customer equipment when special op­
erating features are provided and when cus­
tomer personnel chlnges are frequent, l. e. 
service furnished to large locations. In­
st ructiOIIS are also required when exact op­
er ati on of equipment or interpretation of 
signals is vital to personnel or public safety. 

4. PREPARATION 

4. 01 Generally, these forms are forward'!d 
to the workman with the service o:-der; 

however, there may be times when it is :ieces­
sary to prepare them in the field for both main­
tenance purposes and service order activity. 

5. DESIGNATION AND STATION NUMBER 
CARDS 

5. 01 Special service terminal equipment may 
vary from a simple connecting block 

or demarcation point where the customer owns 

the statim equipment, to complex trunk swltch­
ing equipments provided by the telephone com­
pany for exclusive use by a customer at one or 
more locations. It is not practicable to pr'l­
vide specific designation exhibits covering all 
special service equipment arrangements that 
may be encountered, but with ingenuity the 
principleaandmethodspresented ln this Section 
can be ~led to accomplish the requirements 
outlined in Part :! . 

5. 02 If a special service terminates on appa-
ratus equipped with a dial apparatus 

blank, prepare form E-4099 to show the private 
line number and repair service or serving toll 
test center telephone number, (see Figure■ 
1-A and 1-B). 

, .. ca•• OF TROUIIU 
llmll:lla':•1.u. 
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114 
xn 

Figure 1-A - Form E-4099 
Typical Examples for Exchange Private Line 

PNVITI 
u•TDDNo• 

7CP56 
INCAM'~-11 

CALL . 

Figure 1-B - Form E-4099 
Typical Examples for Toll Private Line 
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5. 03 If a special service terminates on a sta-
tion jack, 42A or 44A connecting block, 

demarcation terminal strip, etc., mount a 
L-4698 designation holder. Order on form 
P-505-1, standard, stocked, as Holder, Des­
ignation, Station Apparatus, L-4698. Use the 
same screws that fasten the apparatus to the 
backboard or other mounting surface to clamp 
the L-4698 holder firmly between the apparatus 
and the mounting surface. A large hgle in the 
center of tre mounting tab of the L-4698 holder 
can be used on old type nondial explosion-proof 
sets by unscrewing the mouthpiece and clamp­
ing the L-4698 holder between the mouthpiece 
and set housing, (see Figure 2). 

TELEPHONE Co. 
PRIVATE LINE 

No.- 7KF4321 
TO: 

NEWS SERVICE 
SPECIAL INSTRUCTIONS 

tomer owned equipmen 
beyond this point. 

IN CAI[ OF T•ou■L[. DIAL o• 
CALL COLL[CT1 

Paper Fastner 
or Screw, as 

0 

0 

" 

~Applicable 

Cellulose Ace­
() 0 ~ tate . 040 thick 

Large Hole in 
..-----+----~--center Fits 

0 

Clamp Ring on 
Transmitter 
Mouthpiece 

a" 

Figure 2 - L-4698 Designation Holder 
Drilled for 42A and 44A 

Connecting Blocks and Station Jacks 

Form P-2241 is an adhesive backed label in 
strips of four. When used with the L-4698 
holder do net remove the backing paper protect­
ing the adhesive coating. Figures 3-A, 3-B, 
and 3-C show typical mounting arrangements of 
the L-4698 holder and form P-2241. 

SECTION 501-150-901PT 

Figure 3-A - L-4698 Holder 
Used with Station Jack 

Figure 3-B - L-4698 Holder 
Used with 44-Type Connecting Block 
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Figure 3-C - L-4698 Holder 
Used with 42-Type Connecting Block 

Figure 4 - Form P-2241 
Applied to 105-Type Apparatus Box 
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5. 04 If aspecialserviceterminates in an appa-
ratus cabinet, such as a 105-type, pre­

pare form P-2241, remove the backing paper 
and apply to the front of the apparatus cabinet, 
(see Figure 4). 

5.05 If a special service terminates on a 
(4-6) button key telephone set, pre­

pare form P-2422 , (see Figure 5-A) , roll 
backing from top of labe 1 and apply to the 
telephone set as in Figure 5-B. 

TELEPHONE CO 
REPORT TROUBLE ON 

PRIVATE LINE TO ___ _ 

PRIVATE LINE _ _ ____ TO _ _ _____ _ 

Figure 5-A - Form P-2422 

Figure 5-B - Form P-2422 
Used with 400-Type Telephone Set 
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6. INSTRUCTION CARIB AND PBX POOITION 
REFERENCE EQUIPMENT 

6. 01 A customer may have several special 
services terminating in a switchboard, 

console, relay rack, apparatus cabinet, or 
other variations of centralized traffic control 
centers. Large merchandising or manufac­
turing plants, Civil Aeronautics Administration, 
air line companies, railroad companies, power 
companies, and oil companies are typical lo­
cations where a group of special services of 
various types may terminate in one or.more 
locations on the customer's premises. In these 
cases, the customer may have many employees 
who use the communication facilities but usually 
have a communication center where traffic and 
use of facilities is controlled and personnel in 
the one location are the only ones authorized 
to report and otherwise supervise communi­
cation facilities. 

6. 02 In the communication center the plant 
service forces shall prepare and post 

instructions for using communication facilt­
ties and reporting trouble. 

6. 03 PBX position reference equipment (kf!Y 
shelf directory unit and plastic key shE lf 

bulletin holder) appears desirable wherew·r 
quick access to a volume of information is r'. -
quired and the provision of reference equipme•1t 
will result in imi;roved PBX service, (s. e 
Figures 6-A, 6-B, and 6-C). 

Figure 6-A - Key Shelf Directory Unit 
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i . : ... :t::: :: •••••••••••••••••••• 

. .J'UU~11~11~1!M1IM1IJJ~ 
•• J' . •·• • '• ·• ' . • ' I • ii . . . ..... ~ .... . ;.. .... . ., . .... . . . •· .. . - - . . . . . ' . .. . .. - . ' .... .... ......... ·- ·--· . .. ~~,,,_,_,,. . ·· . 

' " , ,•, . . . · • . . . . . . ' · , . , , " --
p I I' I " I . 0 

Figure 6-B - Plastic Key Shelf Bulletin 
Holder with Form P-2242 

Figure 6-C - Plastic Key Shelf Bulletin 
Holder with Form P-2243 
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6. 04 Where the number of special services 
is small, the frequently called number 

booklet or the customer's interdepartmental 
telephone directory may be adequate (see Fig­
ure 7). 

Page 8 

Figure 7 - Customer's 
Interdepartmental Directory 

6. 05 The plant fore es shall notify the district 
traffic service adviser if there is a 

need for reference equipment, but shall not 
discuss the requirement with the customer. 

6. 06 The district traffic service adviser will b~ 
in a position to observe the need for ref­

erence equipment and to recommend the type 
best suited to the customer's needs. 

6. 07 FormP-2243 (see Figure 8-A) has spaces 
for listing large groups of private lines, 

radio links or channels. It can be placed under 
the plastic key shelf bulletin holder (see Fig­
ure 6-C) or in the booth card frame, KS-14123, 
and the frame mounted on an equipment cab­
inet (see Figure 8-B) or a wall adjacent to the 
PBX switchboard, etc. 
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HOW TO REPORT TROUBLE TO THE TELEPHONE COMPANY 

The Name of This Location Is: OMEGA CHEMICAL COHPANY, 463 w. 9'lll STRJo:ET, LOS ANGELES 

PRIVATE LINE: 

7GP19 

7KM146 

7KP269 

11KP481 

11KS134 

11KS137 

RADIO LINK 
OR CHANNEL: 

11B12 

7GB461 

30V15 

FROM THIS 
LOCATION TO: REPORT TROUBLE OR EQUIPMENT ALARMS TO: 

POMONA 621-0034 

POMONA 621-0034 

ONTARIO 621-0034 

1900 SOUTH 1-IlLL 114 

HUNTINGTON PARK 

MONTEBELLO 

114 

114 

FROM THIS 
LOCATION TO: 

XYZ 

LONG BEACH 

HOLLYWOOD 

REPORT TROUBLE TO: 

629-1576 

629-1576 

46-0171 

~ ~ ~ 3 

Do not add equipment or make any changes in wiring on Telephone Company Equipment. 
Do not block or disconnect alarm lamps or signals. If you do, serious service failures may result. 

Figure 8-A - Form P-2243 With Typical Entries 

Cl.l 
t,:j 
(") 

t-3 
>-4 

0 z 
CJ1 
0 
~ 

I 
~ 

CJ1 
0 
I 
~ 
0 
~ 

"ti 
t-3 
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~wio"i~iilSffil~.,, 1 ,,.,.o .. ,<.o,.,•.,, 

Figure 8-B - Form P-2243 
Mounted in KS-14123 Card Frame 

on an Equipment Cabinet 

6. 08 Form P-2242, (see Figure 9-A) is similar 
to form P-2243 but smaller and will mount in 

the 8B-3 card holder. The 8B-3 card holder normally 
fastens on top of a horizontal surface, but the mount­
ing foot can be bent to the desired angle and mounted 
to a key equipment box (see Figure 9-B) or the card 
frame removed from the mounting and fastened to a 
wall or equipment panel. The form can also be 
placed under the plastic key shelf bulletin holder 
as shown in Figure 6-B. 

,:;o.:. ·,~ .. ".::::: ;~:~:-· 

-~~~~- ~~ 
• ~. ,. -••••"• w'-•• - .,.,,. 

!"'. ~ ----- --- ,..~ 

--"' ~ .. ·. 
\.'', ' .,·' ..• _t' -,i, 1,t:1>•:/.,.:. 

; ----,, I.;, • - ~ , , \ ' , • 
..... -111111 ' ~ ,, ·' . . ; . ; ·-• 
..• , ... ,; ... '• ¼.. .,. :. , :/ ---- ' 

•, ., ,-;/ .- . 
Figure 9-B - Form P-2242 

Mounted in 8B-3 Card Holder 
on Back of 101A Key Equipment Box 

7. INSTRUCTIONS TO THE CUSTOMER 

7. 01 The field forces contacting a customer in con-
nection with new or changed special services 

shall acquaint the customer with the identification 
and trouble reporting numbers associated with the 
services and their importance in rendering them good 
service. The advantages to the customer in using 
these identification and trouble reporting numbers 
should be emphasized. 

T 1 • T I T , Cl. p 224.Z (•,-•,t,) 
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HOW TO REPORT TROUBLE 
TO THE TELEPHONE COMPANY 

Th N f Th' L . I NATT.JP.AL GAS CO'\?ANY 
e ame O IS ocation s : 1554' PACI7IC AVENUE BURBANK 

FROM THIS REPORT TROUBLE OR 
NUMBER: LOCATION TO: EQUIPMENT ALARMS TO: 

7KFS67 

14KP1 

20KS901 

GAS CO., MONTEBELLO 

GAS CO., GLENDALE 

GAS CO., PASADENA 

621-0034 

114 

114 

Do not block or disconnect alarm lamps or signals. 
If you do, serious service failures may result. 

Figure 9-A - Form P-2242 With Typical Entries 


